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Why do people make mistakes when
writing?

Bad typing (average accuracy for a typist is around 92%)
Transposition errors (hte not the)
Word substitution

Technology errors, (e.g. autocorrect and auto-
transcription)

Inconsistently applying guidelines (e.g. bullet list
punctuation)

Mistakes caused by poor editing or track changes
Not applying spelling or grammar rules correctly

Changing direction mid-sentence, without catching up
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The Mediumis @
the Massage
Marshall McLuhan
Quentin Fiore

Co-ordinated by Jerome Agel




Most commonly misspelled words

Separate - 92,100
Questionnaire - 46,000
Potato - 38,000
Diarrhoea - 20,10
Definitely - 18,800
Embarrass - 15,000
Conscience - 14,600
Unnecessary - 12,000
Bureaucracy - 5,750
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Manoeuvre - 1,900

(Analysis of Google searches, source The Sun!)
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Shitty first draft

« Don't let perfectionism stop you writing “The firct draft

« Good writing is 1/2 research, 1/6 writing the of anythr‘ng o chit.”
words and 1/3 editing

« Writing, editing and proofreading are different
things.

Ernest Hemingway
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® Rules of proofreading



The shorter the copy, the more important
proofreading becomes

Gl?&%lr%lian
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Marketing emails need more
proofreading

You can't recall them once you've sent them

Hat tip: GetResponse
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That moment when you send an email with a typo...

Reedsy <service@reedsy.com> Unsubscribe Nov 16

tome [~

THAT MOMENT
When you realize
you sent an email
with atypoinit...

Sorry about the typo...

We wish we had a better excuse, but there isn't one! We made a mistake and we
apologize. Our editors are too busy working on your books to worry about our emailing.
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Time is the cure for word
blindness

Go do something else
Wait a day if you can
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Have a checklist

British vs. US English
Special words or trademarks
Acceptable degree of informality

Tone of voice RN
List of clichés to avoid '
List of your own writing tics to avoid
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% Process
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Proofreading flowchart

Write fast, edit slow

Wait

First reading for flow

Wait

Second read for priority areas
Wait

Third read for detail
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"Write drunk;
Edit Sober"

-Ernest Hemingway




Extra attention

Titles
Headlines
Subheadlines
Standfirst
Lede

Kicker
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PRIDE_+ PREJUDICE

Eliminate the passive voice
Apply the 'by zombies’ test
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The road to hell
is paved
Kill all the adverbs with adverbs.

— Stephen King
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Companies are singular

How many Articulates are there? One!

Articulate is a great company
Articulate hires a new CFO

But the voice of a company is plural

We are a great company to work for
We hired a new CFO
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Check for acronyms

If it's common, don't spell it out
If used once, just spell it out
Avoid obscure acronyms
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Check for incorrect
capitalisation

Here comes a product name or a technology
word, let's capitalise it.

NO!
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Check apostrophes

Its, it's
You're, your
There, they're, their
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Eliminate unnecessary punctuation

Replace & with and

Avoid exclamation marks
Be wary about emojis

Be a punctuation minimalist

OMG!
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Point made. |

& little excessive, but
ok if you're really
pissed off.

Mow we're getting a bit stupid.

[.—
| © =————
([ @ s
| @ e———

Iediot.

Idiot, bordering on moron.

Moron or Super Moron

Throw rocks at me.




When writing for the screen
Write for scannability

« Split up paragraphs

« Turn lists into bullet lists

« Add more subheadings
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Cut clichés

Solution
End-to-end
Low-hanging fruit
etc.
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Take it to
the next
level

Teamwork

Brings
value to
the table

Going
forward

A leading
provider
of...

The
bottom
line

Bring
our I'IAI!
game

Best in
Breed

Benchmark

Hit the
ground
running

Cast a
wider
net

Maximize
leverage

Free!

Industry
standard

Maximize
customer
satisfaction

At the
end of
the day

Giving
110%

User-
experience

Win-
Win
situation

Push the
envelope

Robust

Best
practices

Core
competency

Thinking
outside

the box

Client-
centered
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Check consistency

First person vs third person

Bullets (with or without full stops etc.)
Single quotes or double quotes

Numbers (one to nine in words, 10 onwards)

Percent, per cent or %
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Readability tools

Flesch-Kincaid
Gunning-Fog
SMOG

And many others

Doesn't understand the text. Typically looking at

word and paragraph length and benchmarking
against reference texts.
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FLESCH-KINCAID GRADE LEVEL
FOR MARKETERS

BASIC AVERAGE SKILLED

T T T T T T T T T T T T T T T T T ] READNG
6 . LEVEL

THE A BRIEF AN
HARRY JURASSIC
GRUFFALO POTTER PARK HISTORY OQF | ACADEMIC
TIME PAPER
NEW TO READING
SHORTBLOGS | IN DEPTH MARKETING
- 'WHTEPAPER
SOCIAL MEDIA BLOGS BOOKS
EMAIL eBOOKS

Aim for grade 8 to ensure your content
can be read by 80% of Americans.

LEARNING
TO READ
BOOKS

B readableio
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Hemingway

. Excellent for detecting adverbs and passive

voice

« Very good for highlighting complex text

« Instant readability feedback

See: hemingwayapp.com
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Hemingway App makes your writing bold and clear.

The app highlights lengthy, complex sentences and common
errors; if you see a yellow sentence, shorten or split it. If you see a
red highlight, your sentence is so dense and complicated that your
readers will get lost trying to follow its meandering, splitting logic
— try editing this sentence to remove the red.

You can utilize a shorter word in place of a purple one. Mouse over
them for hints.

Adverbs and weakening phrases are helpfully shown in blue. Get rid
of them and pick words with force, perhaps.

Phrases in green have been marked to show passive voice.
You can format your text with the toolbar.

Paste in something you're working on and edit away. Or, click the
Write button and compose something new.

Hemingway

Editor

Readability
Grade 6

Words: 133

Show More ¥

ﬂ adverbs, meeting the goal of 2
or fewer.

n use of passive voice, meeting
the goal of 2 or fewer.

n phrase has a simpler
alternative.

n of 11 sentences is hard to
read.

n of 11 sentences is very hard to
read.
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Grammarly

omnipresent, depending on what you're doing

or British English etc.
and style
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Good at spotting typos and grammar problems

Helpful with consistency, e.g. punctuation, US

Moderately helpful at giving feedback on tone

Can be annoyingly intrusive or helpfully

Big risk of blindly accepting suggestions
without understanding them.

Untitled document

t[n—person career fairs have been conspicuous by their
absence in the last year. The coronavirus pandemic has seen
to that. But that doesn't mean hiring has stopped. Indeed
The Harvard Business Review notes that, while some jobs

been hit by the pandemic, others roles have emerged.

times. If you were relying on local or regional career fairs to
meet potential candidates, virtual events offer a socially-
distanced but also cost-effective and efficient alternative.

What Are Virtual Career Fairs?

Virtual career fairs are the perfect solution for employers to
find the right talent while observing social distancing
considerations, mask requirements, and quarantine orders.
As a result, they have moved from being considered 'next-
gen' events to being more mainstream. No surprise, as they

save time, money, and energy._for businesses and

participants.

Everyone still provides all the vital information and learns

what thev need to without disruptina their respective

@ Al suggestions

® CONSISTENCY
Inconsistent punctuation

You used two different styles of apostrophes
or quotation marks in your document. Both styles are
acceptable, but it's best to be consistent.

© "straight" doesn't; ’; candidate’s; It's; ... 6 matches
O “curly” doesn't; ;- candidate’s; It's;... 5 matches
Update all
® < 10F1 > W
* In-person career fairs h... - Change the wording

o others - Correct quantifier usage

o socially-distanced - Correct your spelling

e butalso - Change the wording

Hide Assistant

Overall score 97
See performance

Goals
50f 5 set

All suggestions

Correctness
4alerts

Clarity
Very clear

Engagement
A bit bland

Delivery )
Just right

Style guide (]
Al good
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Change things up

« Try starting at the end. And working backwards,
sentence by sentence.

« Change the format - print it out, make the text
bigger

« Read it out loud (or get a screen reader to do it
for you)
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Ask someone else
Pair editing at Articulate
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Everything is the text

Meta description
Social media BOM
Page title

Email subject line and summary
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News about {"localized": {"en_US": "Skip"}} {"localized": {"en_US": &
"Prichard"}}, {"localized": {"en_US": "Melonie"}} {"localized":

{"en_US": "Dodaro"}}, {"localized": {"en_US": "Amy"}} {"localized":
{"en_US": "Porterfield"}}, {"localized": {"en_US": "Peg"}} {"localized":
{"en_US": "Fitzpatrick"}}, {"localized": {"en_US": "Robert"}} {"localized":
{"en_US": "Rose"}}
LinkedIn <news-noreply@linkedin.com> Unsubscribe Oct 7 (o v
tome [~
Linked(T}..

Connections In The News

% {"localized": {"en_US": "Skip"}} {"localized": {"en_US": "Prichard"}}

Dublin’s OCLC prints last library catalog card

“We were going to have a monk doing calligraphy on the last card,” joked Skip
Prichard, the president and CEQ, standing among the observers. Catalog cards
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Giving good feedback

« Comments are better than changes

« Encourage better writing, not dependency on a
proofreader
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resources to what a business absolutely needs at a point in time. Leave a system on - that’s not
absolute need. Size a system too big for demand at that time — that's not absolute need. Receive
feedback and advice on optimisation - if it is not implemented or later ignored — that's not

absolute need.

So where shoul
starting positiof
not a destinatio
in business or |
product knowlé
management. T
data, design an
likenitto a new
have likely cove

Step 1:

« Archive dat;

Open (3) Resolved

Leave a system on - that’s not absolute need. Size a syst...

oo

ok

Optimisation is the continual reduction in cost through ali...

ok

o

Matthew Stibbe 04
The repetition is forceful but slightly hard to read

8/2021

Add a comment...

Matthew Stibbe
slightly wordy. Could break out into a pull quote

Resolve

Resolve

ls. That is my
ntinual journey
or strong skill
ircial, technical
d policy

|leans systems,
onal benefits. |
1ged and you
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Beware last-minute changes

« Maintenance-induced failure

« Especially after multiple rounds of revision,
multiple contributors and track changes

« One final review before it goes out, like the
chef at the pass in a good restaurant
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And finally...



Download our
Essential Business
Grammar guide

https:/www.articulatemarketing.com/the-
essential-business-grammar-guide
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https://www.articulatemarketing.com/the-essential-business-grammar-guide

Let's talk

Video and slides appearing soon on articulatemarketing.com
Email me with questions at matthew@articulatemarketing.com
Book a call with me: www.articulatemarketing.com/meet
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